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Title:


Box Office Assistant (approximately 20 hours per week)



Responsible to:
Deputy House Manager 

Z-arts is Manchester’s venue for children and families and delivers a broad range of performing arts events, performances, exhibitions, activities, workshops and participatory opportunities.  Our mission is to inspire and enable generations of young people from Manchester and beyond to use creativity to achieve their potential. 

Purpose:
To provide a friendly and welcoming box office service, selling tickets and booking visitors on to classes along with being the first point of contact for visitors to z-arts
Hours:
This is shift work and will include evenings and weekends. Z-arts Box office opens from 9am – 9pm Monday – Saturday and shifts are usually 8.30am-2/4pm, or 2/4pm-9.30pm. Occasional Sunday daytime cover may be required, event dependent.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
Main areas of responsibility:
1) To use the box office system (Spektrix) to ensure ticket sales are processed and recorded in accordance with Z-arts financial controls and bookings procedure.  

2) To work to Z-arts high standards of financial controls whilst handling cash, credit card payments, including cashing up and reporting

3) To increase sales by recommending and promoting further events at Z-arts to customers, to increase personal donations and assist in driving Z-arts Regular Giver Scheme
4) To use the room hire system (Artifax) to provide information and take on the day room bookings
5) To be the initial point of contact for all ticket and event enquiries either in person, on the phone or via email in a welcoming and professional manner

6) To maintain a high standard of customer care.
7) To support Customer Services in all duties as required.
8) To work with the creative team to update and maintain the database and other monitoring systems as required

9) To ensure the Box Office area maintains a high standard of presentation and cleanliness, with up to date Z-arts event information

10) To act in accordance with the guidelines of GDPR in capturing and storing personal details for sales and marketing purposes.

11) To play a key role in the evacuation procedures and fire management systems. 

12) To be vigilant and pro-active in the security of the reception areas.

13) To work with the entire staff team to support and deliver Z-arts strategic and creative vision
14) To adhere to all Z-arts policies and procedures, including H&S, GDPR and Child Protection
15) Any other duties deemed relevant to the role by the Senior Management Team or your line manager.  

General information:
To comply with legislation covering the activities at Z-arts, it is required that all staff undertakes training as directed by their line manager.  It is also essential that all staff carry out their duties in a safe manner in accordance with the current Health and Safety at Work legislation.  
Person Specification

The successful candidate will be able to demonstrate the following:

1) Knowledge and experience of using IT, including the use of Microsoft Office Software

2) Experience of working in a customer focused environment with responsibility for delivering excellent customer service

3) Experience of cash handling.

4) Ability to exercise initiative, work with minimum supervision and take personal responsibility

5) Ability to work effectively under pressure and deal with conflicting demands

6) Ability to demonstrate strong communication skills, both verbal and written

7) Ability to work well in diverse team and cooperate with others

8) Excellent time keeping skills, conscientious and punctual

9) Excellent standard of personal presentation

10) An understanding of equal opportunities practices  

The following attributes would be desirable:

1) Experience of working in a creative environment or arts venue.
2) Experience of using a box office system such as Spektrix 
